16. 


W 


18. 


19, 


20. 


SECTION C — (8 x 10 = 30 marks) 
Answer any THREE questions. 


Discuss the role of the office manager in the 


present day context. fi. 
Qeroopu prafler mpd (sh5tUUD) swaps / 
ie 


Gweranfler uie ubh allen). 

Briefly explain the steps would you take ii 
planning the layout of an office. 
Agus Heol Aws, ALLN Husa 
ATHSGW ug fleoasonor Ars oars 5s. 
Design the essentials of a good filling system. 
paw Garuda qapya AAU AUora 
UG CUEMOLICNLI SE. 


“Office stationery and supplies must be properly 
controlled” Discuss. 


<AQIOUDE TYAS DOD SVETU 


QurtasarT Yopurs SLOUUMSSUUGAlMs)” 
MouMseeytd. 


Listout basic supervisory skills and 


responsibilities of a office supervisor. 


2G AMaos Cwophumiemeswumenifesr Alp LIL COLWTesT 
Gwpumirenes pms wbb 
Quryiysmwamyb uues. 
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\ 
| SECTION A — (10 x 2 = 20 marks) 


JA Answer ALL questions. 


What is meant by ‘Office’? 
ADI UMVSLD ri rera? 
Why need Departmentation? 
HoOpsaawssed gir Csm AADS? 
Define Centualization. 
HOflaoomounsGeseo - wrug. 
How do you maintain work control? 
Gama s Aur wL § riar upmoMcumis? 
Explain the Franking Machine. 
Yðar QunhlsgGw smu AMTS. 
Where is use Time clocks? 
sgan Gprismar cris uwiaugApa? 
Who are the Messenger Boy? 
Ssoureanir an Liwiesr( &lm) quest) aiui wii? 
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10. 


TE 


12. 


How to improve written communication? 13. (a) 
TSS) SECU Qgsmirenu TAT GobuGsgiesg? 


What is the role of an effective supervisor? 
Apenownen CropumirencuusmenMedr uig rira? 


Tell the Supervisor attitude. 
Copumia@auimanher ANSP srg). 
SECTION B — (5 x 5 = 25 marks) 
Answer ALL questions. 


(a) Explain an organisational chart? Why is it? X 


Aoorr Assab Maigs. Qa Ti 
2 UGuTEiu@élms). 
Or 
(b) State the importance of a sound organisation (b) 
structure. 
QE Apis AMUNT AUOT AMU 
(HOO!) HUSM UG SOTÉ. 
(a) “Layout is very important for office 15. (a) 
operations”. 
“AJUDE GeudurHsenoe Avow Hw 
Asb qpsélusorangy” — Nig. 
Or 
(b) Examine work measurement and its uses. i ©) 
Gama mAs wpm pi 
2uUGuTEmiseer TiS. 
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Explain the ‘merits and demerits of 
mechanisation. ` 
ai TOwLo Ts GOS oor parwwosäT wpb 
mosmor Mars es. $ 

Or 


Evaluate the wide application and uses of 
Computers in an office. 


Q AUVES 2 uGuTrdle ed 
ZAAL eiT a re VAIG 
Aes. 

Describe the principles of Record 
Management. 

naal GCwereisran ou cst Gametonsenar 
asab. 


Or 


What are the advantages of Registered and 
Insured Posts? 


uda wyb sruse sigsrdsae poranwsat 
urgi? 


Elaborate the characteristics of Supervisor. 


Gopurirwwwramir vicitiysenet ANE 
eMail. h 

Or 
What Management expects from Office 
Supervisor? 
agauas Gopurirwawrm b  firarsib 


qTATUMTUUs) WTS? 
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